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Towson University P o l l f

AGENCT DIVISION

Description Retention

General Files: Correspondence, Memo Budget Records
Invoices, Purchase Orders '

Screen annually.
Destroy materials
requiring no
further reference
Remaining materia
of administrative
legal or historic
value held for 23
years, then
destroyed.

UNTIL AUDIT REQUl IEMENTSARE MET MEANS THREE YEARS FOR STATE RELATED DOCUMENTS.
DOCUMENTS. THRU
DOCUMENTS OVER

fEARSFORMONETARYFEDERALREUTEDDC)<WMENTSWDERt25.000.AND6YEARS3MONTHSFORl
75.000.

THREE YEARSFORNON-K ONETARYFEDERAL RELATED
MONETARY FEDERAL RELATED

IF INSTlTUnOM TdfVSON UNIVERSITY) ARCHIVES ARE NOT AVAILABLE, MATERIAL HAVING PERMANENT RETENTION WILL BE TRANSFERRED TO THE
MARYLANDARCHIVSSINANNAPOLISAND MATERIAL HAVING LIMITED RETENTION(IJL 25 YEARS) WILL BETRANSFERREDTO\THESTATE RECORDSCENTER
INJESSUP.
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Towson University Administration and Finance -

AGENCY DIVISION Administrative Services

Item No. Description Retention

General Files: Correspondence, Memo, Budget Records,
Proposals, Special Projects, Invoices, Staff Files, Forms,
Purchase Orders.

Screen annually.
Destroy materials \
requiring no furthe
reference. Remain!
material of
administrative,
legal or historical
value held for 25
years, then j
destroyed. |

UNTIL AUDITREQUI
DOCUMENTS. THREl
DOCUMENTS OVER

MENTSARE METMEANSTHREE YEARS FOR STATE RELATED DOCUMENTS. THREE YEARS FOR NON-MpNETARY FEDERAL RELATED
EARSf
'5.000.

IF INSTITUTION TO VSON UNIVERSITY) ARCHIVES ARE NOT AVAILABLE. MATERIAL HAVING PERMANENT RETENTION Wl IL BE TRANSFERRED TO THE

1NJESSUP.

Schedule Approved by Department
Agency, or Division RepresentaraBy jS0**)

Oate Signature
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Schedule Authorized by

Hall of Records Commission

FEB 0 5 2003 J<t
Oats State Archivist
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TOWSON UNIVERSITY Council on Economic Education in Maryland

AGENCY DIVISION

Item No. Description Retention

1. General Files: Corresponsence, Memo, Budget Records,
Proposals, Special Projects, Invoices,
Staff Files, Forms, Receipts, Purchase
Orders, Financial Documents

Screen Annually,
Destroy materials
requiring no furt
reference. :
Remaining j
materials of j
administrative
legal or histor-
ical value held
for 25 years, ;
then destroyed.

UNTIL AUDITREQU1
DOCUMENTS. THREl
DOCUMENTS OVER

EMENTS ARE MET MEANS THREE YEARS FOR STATE RELATED DOCUMENTS THREE YEARS FOR NON-fJONETARY FEDERAL REUTED
'EARSFOR MONETARYFEDERAL RELATED DOCUMENTSUNDER $25,000. AND 6 YEARS. 3 MONTHS FOR MONETARY FEDERAL REUTED

25.000.

IF INSTITUTION TO VSON UNIVERSITY) ARCHIVES ARE NOT AVAILABLE, MATERIAL HAVING PERMANENTRETENTIONWILL BETRANSFERRED TO THE
MARYUND ARCHIVE S'INANNAPOLISAND MATERIAL HAVINGLIMITED RETENTION(I.E. 25 YEARS) I
INJESSUP.

WILL BE TRANSFERRED TO THE STATE RECORDS CENTER

Schedule Approved by Department
Agency, or Division Representative

Signature l td*

Schedule Authorized by

Hall of Records Commission

FEB 0 5 2003

Data State Archivist
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